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SUBIECT : Sacretarial Survey
FEFERECE i lewo to DfPers fr D0 dtd 17 Nov 75, same subject

1. I appreciate your transmittal of the comeent by the DIO
Secrotarial/Clerical Advisory Growp pertaining to the subject. Though
I repard the issues as having beer resolved by action of the Mamage~
zent Cormittee, I should be happy to discuss the matter with SCAG.

2. It is obvious that SCAG and the Office of Personnel have
difforent perceptions of the same problem, or perhaps perceive
differing pmwblens, SCAG focuses on the problem of advancerent for
senior secretarios (“we are concersed with those professional
secretarics . . . wWho are unsble to advence’’) and dismisses the
problen of wnder-utilization while yeiterating that the problem is
not "one of getting secretaries out of their own field and into
that of the professionals.”

3. The Office of Perscnel perceives the problem as one of
enhancing the job satisfaction and status of secretaries while main-
taining, according to its legal responsibility, the necessary intemal
and extornal equitiss in coupensation, Accordingly, it views the
preblem as affecting rore than the spall number of senior secretaries
and as one that requires managerial focus on the job responsibllities
and the effective utilization of secretaries. As the number of
senior secretarisl positions is small, providing advancerent neces-
sarily requires the creation of oppertunities to move into other
fi2lds in which advancerent is possible.

4. As the preoccupation of SCAG's comments is with advancement,
I shall respond to their comments on that topic. Obviously, if one
wishes to make an argurent that the grade attached to a job should be
hichor, thore are several grounds on which the case might be made:
equity (corparison with other jobs of higher pay), scarcity (a skill
in short swpply and high demand), a skill requd a heavy investment
in training and education, a responsibility requiring a high lewsl
of juderent, decision-making, or an assignwent inwlving an unusual
arowt of risk.

5. ifith respect to eauity, the Office of Persommel asked each
of tie Carcer Services to designate any senior secretary position that
scored to perit wgrading and then surveyed each with the results
that hawve been reported, SCAG disputes the basis for comparison
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6. With respect to the other potential justifications, “cover and
risk considerations'” have not baen foumd to justify supplerentary con-
pensation for secretaries overscas nor for any other Agency personnel
overseas. “Scarcity” does not seem to describe the supply of secretaries
in aa era of rising costs for higher education and a slack market
outéide of government. "Cost of training” is not a major {actor
affecting the appropriate compensation level; certainly it does not
compare with the costs of a graduate profession. "'The levels of judgrent,
decision-making, and vesponsibility® were factors considered in the OP
survey and did not contribute materially to the grades that would be
appropriate for senior secretaries; of course, management could take
steps that would alter this.

7. Though pronotions may become slow and the top level in the
occupation is not high, there remain good reasons to choose the
secretarial career which does not require an expensive college education.
Secretaries play an important role in the critical flow of information
within the Agency. In roturn, they gain an average annual income
which is higher than the average for all nonsipervisory workers in
private industry, according to the Department of Labor. Along with
this incowme, they should gain the satisfactions from paking a major
contribution to the vital work of the Agency.

8. There is one inaccuracy in SCAG's comments that I am sure
you have noted. Contrary to discontinuing the "Agency pattemn’ for
grading secretarial positions, the Managerent Committee voted on
11 Sopterber 1974 to continue the patterh systom as a guide in deter-
mining pay levels. It was to be supplemented by a review of specific
dutics to see if there was a basis for higher grades. This has been
done for the positions identified by the Career Services.

, F. W. M. Jammey
Birector of Personnel
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